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REGULATION 


PERSONNEL 
3 February 195b 


Rescissions: (1) 

( 2 ) 

r a \ f 


GENERAL SEPARATION ACTIONS 

Paragraph A (l) and B of CIA Regulation[ 
da. ted 10 February 1955 

CONTESTS 


>««*«* • • * i 


GENERAL. ...... ...................it...*. ........ 

AUTHORITIES AMD RESPONSIBILITIES ............... 

SELECTION OF APPROPRIATE TYPE OF SEPARATION 

ACTION 

ACTIONS BASED ON EMPLOYEE’S REQUEST OR LOSS OF 

ELIGIBILITY 

ACTIONS RASED ON CONDUCT OR QUALIFICATIONS 

NOTICES, DECISIONS, AND APPEALS. 

PROCESSING INSTRUCTIONS. 


.................... 


GENERAL 

This regulation states the requirements and procedures applicable 
to general separation actions. This regulation governs the sepa- 
ration of Agency employees for all reasons except reduction in 
force, entry into military service, and separation based on adverse 
findings of a security hearing board or the Employment Review Board. 

The separation actions included in this regulation have been grouped 
in two categories on the basis of the procedural requirements to be 
accomplished by supervisory officials and the Office of Personnel. 

(1) The first group of actions, which is described in paragraph 4 
below, includes those actions which are taken in response to 
requests by employees arid those which the Agency is required 
to tike because the employee concerned has lost eligibility 
for continued employment. 

(2) The second group of actions, which is described in paragraph 5 
below, includes those actions which are initiated by Agency 
officials on the basis of the employee's conduct or qualifica- 
tions.. They are distinguished from similar actions described 
in paragraph 4 primarily in that they /require advance notice 
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fane/ involve, usually but not invariably, /the right of the 
employee to reply before they may be properly effected. 

2. AUTHORITIES AMD EESPOJi'SIBILITIES 

a. Supervisors bear primary resp^milt^ 

Cl^-t^^or^’Sietlnv corrective action vhera necessary. 
While Ultimate authority for taking je rsonne 1 actions rests Sen- 
n .. .uv, . 1 -v.aa of personnel, this fact does not re^ cvc 

SS, 2 S SiSS - llr^spo^lMUty for ««lpU- - 
proper management of personnel s 

b The Director of Personnel is responsible for rendering advice 

e srxrsr 

sS^cedursl requirements and «. 
capricious, or arbitrary. Except m specifically pr 
where, the Director of Personnel or bis designee will take or 
recommend final action to separate an employee. 

3 . SELECTION m APPROPRIATE TYPE OF SEPARATION ACTION 

xw b of ^ actions described in this regulation has distinguishing 
*f ch °: ^terialiv affect the rigrts or interests of 

characteristics which aateriaiiy si Careful consideration 

the AoeneVt tine Government , and the employee. . ij nf , 

£t bTS- to any proposed action to dstaralne shatter >£«*£ 

could be construed as f^erse and *•««£ , Sermlnatioc that the 
eff ieienev of the service. After preliminary » 

fJcts and circumstances in an individual case appear to warrant action, 
selection aade of the specific type of personnel actios ».t 

appropriate to the individual, case. 

1*. ACTIONS EASED ON EMPLOYEE * S REQUEST OR LOSS OF ELIGIBILITY 
a. RESIGNATION 

(1) Resignation is separation at the e^lo^e'a re^at, either 
1 •. or written. Whenever a resignation is initiated because 

of security or other than normal implications, the office con- 
££?* all - notify the Director of Personnel by a senate 
“Eyes Only" memorandum. This memenrandum shall be available 
only to the Director of Personnel or his designee. 
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(2) Careful consideration shall be given to the reasons offered 
by an employee for Ms proposed resignation. Unless the 
employee is unavailable, he will be interviewed by his 
supervisor initially and the Office of Personnel subsequently, 
b efore hia plana for leaving are made firm, to determine 
whether action in accordance with paragraph (a) or (b) below 
is appropriate. In determining whether either action is 
appropriate, "the Director of Personnel will ensure that 
additional information contained in separate "Eyes Only" 

memcrandum, if any, is taken into consideration. 

* 

(a) If the proposed resignation is the result of failure 
of a potentially valuable employee to adjust himself 
to a specific work situation, appropriate action should 
be taken to improve such adjustment by in-service place- 
ment, counseling, or other means. 


(3) 


(b) If the reason offered is ill health, the employee's 

eligibility for separation because of disability should 
be determined. If this action is proper, the employee 
will be advised that he may withdraw his resignation 
and safeguard his interests through separation action 
based on disability. 


When an individual cmtempldtes voluntary separation from 
the Agency, he should glveAone month's advance notice of 
this fact. However, failure to furnish such notice will not . bJ 
affect the personnel action involved /in any way sad, although ' 1 
it may reflect unfavorably on the individual’s employment 
record, it /is not/ a basis for barring him from further federal 
employment. ' 


yOjbzuU Tuf 


(ft) Oral notice constitutes a valid resignation but every 
effort will be made to obtain written confirmation 
whenever possible. 


(b) Letters of resignation from absent employees should be 
addressed to Hie Director of Personnel. However, when 
such letters are received by other Agency officials, 
they will be forwarded immediately to the Office of 
Personnel for action. 
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(c) When an employee who is absent on maternity, educational, 
or other extended leave falls either to return to duty 
or to send notice at the end of the period of authorized 
'absence, the Office of Personnel will send a letter to 
the employee * a last known address, if security considera- 
tions permit, requesting that he notify the Director of 
Personnel whether he intends to return or resign. The 
letter will request reply within a specified reasonable 
period (not leas than 5 calendar days) and will inform 
the employee that, if he does not return, the Agency 
will be compelled to consider him as having resigned.. 

An employee eligible for veteran preference will also 
be advised that the letter constitutes 30 days' advance 
notice of proposed action in compliance with the provisions 
of section 14 of the Veterans ’ Preference Act, as amended. 
Unauthorized absence and failure to report not covered by 
this paragraph or by provisions covering missing persons 
will be considered as absence without leave or abandon- 
ment of position and will be treated accordingly. 

(4) The effective date of a resignation will be the close of 

business on the last day the employee is present for duty except 
in the following circumstances: 

(a) When an employee resigns during, or at the expiration of 
an approved leave period, ‘the date of separation will be 
fixed as the closing date of the pay period during which 
his resignation is received by the Office of Personnel 
and any intervening period will be covered by leave with 
or without pay. 

(b) When an employee resigns under circumstances where it is 
proper to grant any accrued sick leave, including resig- 
nation for maternity reasons, the date of resignation 
may be extended to permit granting unused sick leave. 

The employee must apply for such leave and his request 
must be supported by a doctor's certificate. Such cases 
require the approval of the Director of Personnel. 
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b. SEPARATION TO ACCEPT OTHER FEDERAL EMPI03fMENT 

(1) The action to be taken to allow appointment of an employee 
by another Federal agency without a break in service of one 
workday is "Separation/’ unless the employee elects to resign 
car is eligible for "Separation (Transfer)." 

(2) The effective date of separation will be determined by 
negotiation between tie Office of Personnel and the other 
agency] concerned. Every effort will be made to arr ang e a /r 
date agreeable to the employee's supervisor. 

c. SEPARATION UPON DETERMINATICW OF LEGAL IMCCHPETENCE 

(1) An employee who has been declared mentally incompetent bv 
a court of competent Jurisdiction will be separated by the 
action "Separation (Legal Incompetence)." This action is 
to be distinguished from "Separation (Disability)" which 
may be taken upon an administrative determination that the 
employee ia mentally incapable of performing the duties of 
his position. 

(2) No employee will be separated for legal incompetence until 
authoritative evidence is received which supports this action. 
Upon receipt of such evidence, the Director of Personnel will 
determine whether the employee is eligible for disability 
retirement and, if so, will promptly advise the legal guardian 
appointed by the court, of such eligibility. If application 
for disability retirement is made, action will be t ake n in 
accordance with paragraph d below. 

(3) The effective date of the separation will be the date of 
receipt by the Agency of notification of court action as 
extended by any unused sick leave to the employee’s credit. 

The Office of Personnel will advise the legal g uardian that 
he may submit a claim for unpaid salary since payments 
cannot be made to the employee after the date of the court 
action declaring him incompetent . 


5 

c-o-e-f-i-d-e-h-t-i-a-l draft a 

(Job #1332) 


IA-RDP80R01731 R001 30001 001 8-2 



Approvecf-'For Release 2006/07/26 : CIA-RDP80R01 731 R001 30001 001 8-2 





25X1 


C-0 -N -r-I -D -E -N “T-l -A -L 


REGULATION 


25X1 


PERSONNEL 

1956 


d. DISABILITY, HEI’IREMEWT 


(1) An employee who is eligible for "Retirement (Disability)" 
will be separated by this action upon approval of his 
application by the U. S. Civil Service Commission. Appli- 
cation for disability retirement may be submitted by the 
employee, his guardian or other interested party (if he is 
mentally incompetent), or by the Agency. The Office of 
Personnel, will furnish advice ami assistance as to eligibility' 
requirements, and necessary steps in processing the application, 

(2) An employee who is physically or mentally disqualified for 
further productive effort will be continual on the roll, on sick 
leave, or leave without pay if necessary, pending approval of 
his application for disability retirement. lh the event he 

is not eligible for retirement, he will be separated by the 
action. "Separation (Disability)' 1 described in paragraph 5e 
below. 

e. OPTIONAL RETIREMENT 


Employees meeting certain age and length of service requirements 
may elect to retire even thou# they are not eligible for manda- 
tory age retirement (paragraph f below). The Office of Personnel 
will furnish advice and assistance as to eligibility requirgasniJL 
and necessary steps in processing the application. (Se«j 

f. AGE EBEERBHEatt 


When an employee has reached age 70 and has completed 15 or more 
years of creditable service, [the Agency has no optio n hnt. tr y f. ... [/c 
separate MrJ by the action "Retirement (Age)." (See 
The action becomes effective at the end of the calen dar month 
during which the employee has met both age end length of service 
requirements , 
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g« DEATH 

(1) When an employee dies, the Office of Personnel will be imme- 
diately advised and will notify, 'by the most expeditious 
means available. Idle emergency addressee designated by the 
employee, provided that such addressee is not already aware 
of the deafb7 

(2) The Office of Personnel will provide all possible assistance 
to the deceased, employee's next of kin, or the emergency 
addressee, in preparing a claim for final salary and lump- 
sum leave payments; and in filing a claim for any survivor- 
ship 'benefits for which he may be eligible under* the Civil 
Service Retirement Act. He will also be advised, that he 
should submit a claim for any social security benefits which 
may be due. 

(3) When death occurs in the performance of duty, the Office of 
Personnel will take action to preserve all the employee's 
rights under the Federal. Employees' Compensation Act. 

( s 0 Ac employee will not be separated by the Agency while he is 
in the status of a missing person, as referred to in Agency 
regulations. In unusual cases, when proof of death cannot 
be obtained, the employee may be removed from the rolls by 
the action "Death (Presumed). 

5. ACTIONS BASED ON CONDUCT OR QUALIFICATIONS 

a. PRINCIPLES GOVERNING ACTIONS 

(1) Removal is required by statute for certain offenses, including, 
among others, political, subversive, fraudulent, or criminal 
activities. Discretionary authority to separate an employee 
my be exercised when such action will promote the efficiency 
of the service, 

(2) Determination to separate an employee will be based on consi- 
deration of the following factors t 

(a) The employee * s service history and his explanation (intent, 
mitigating circumstances, etc.) and the frequency of the 
occurrence for which, separation is proposed, 

1 
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(b) Previous supervisory attempts to rectify the difficulty. 

(c) Whether the situation is remediable by admonition, 

• reprimand, or other less drastic action. 

{3) Action vi 11 not be taken in reprisal for petition or test!- _ ^ ^ 

aiony to Government au th c r itiesy?^ aU^> p 

(4) To the extent authorized by existing legislation and governing 
regulations, employees will be paid retroactively for periods 
of enforced absence upon restoration and determination that 
their separation was unjustified or tmwarranted. (This does 
not apply to restorations effected to correct purely proce- 
dural errors.) Adverse action must, therefore, be veil 
supported factually and the utmost care exercised in selecting 
appropriate action on the grounds provided. 

(5) The effective date of action vill not be established prior to 
the expiration of the advance notice prescribed in paragraph 6 
of tills regulation or, if applicable, to the date the employee 
has received notice of the adverse decision, 

b. FAILURE TO QUALIFY DURING TRIAL PERIOD 

The trial period should be fully utilized as a weeding -out period 
to determine the capacity of a new employee. Supervisors should 
pay particular attention to the employee’s performance, progress, 
and growth potential during this period and report these items 
In detail on the Fitness Report prepared prior to completion of 
the trial period. An employee who fails to demonstrate Qualifi- 
cations for his position or otherwise manifest unsuitability for 
Agency employment during his trial period vill be separated by 
the action "Separation (Disqualification)." This also applies 
to individuals entitled to veteran preference who have completed 
a trial or probationary period in another agency vhen 
they are appointed to CIA in a different line of work. 

c. SEPARATION TOR UNSATISFACTORY PERFORMANCE 

(l) "Separation (inefficiency)’" is separation action based on 
unsatisfactory performance of an employee who has completed 
his trial period. This action may be taken vhen deficiencies 

in performance warrant, even though the employee’s last 
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Pltri^ss/Heport iBdieates satisfactory perfano&nce# However, 
it taken /phl^-after the employee has been officially 

notified in writing of the deficiencies in his performance 
and has been given a specified reasonable period of time 
(generally not lees than 90 calendar days) with proper 
supervision and on-the-job training in which to improve. 

(2) In cases where a conscientious employee occupies a position 
beyond his actual or potential capacity, he should be re- 
assigned to duties commensurate with his abilities ( which 
might Involve reassignment to a position of a lower grade 
and.'' consequent downgradini Tr When, however, the supervisor's 
efforts to bring about more satisfactory performance have 
been unavailing and less drastic action is not possible or 
desirable, the supervisor will recommend separation action. 
His recommendation, containing pertinent facts concerning 
the individual’s unsatisfactory performance and summarizing 
the supervisor*® efforts to bring about improvement, will 
o be forwarded to the Office of Personnel through channels. 


T‘ 

REMOVAL 








"Removal" is the action taken to separate an employee on charges 
of delinquency or misconduct . Written charges must be preferred 
against the offending member with an opportunity for reply. This 
action is appropriate for use when the grounds are an employee's 
willful actions or carelessness or negligence beyond reasonable 
excuse. It should be used when warranted, whether or not the 
employee has completed a trial period. Removal action is not 
appropriate for separation on grounds of unsatisfactory perform- 
ance unless there has been gross negligence or carelessness on the 
part of the employee nor is it appropriate for separation for physical 
or mental deficiencies. 

e. SEPARATION FOR DISABILITY 

(l) An employee who is physically or mentally incapable of satis- 
factorily performing the duties of his position and who is 
ineligible for disability retirement will be separated by the 
action "Separation (Disability).'' In no case will an. employee 
be requested or advised to resign in lieu of this action. 
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(2?) When It appears that an employee is physically or mentally 
incapable of performing his duties by reason of a continuing 
disability, his supervisor will be assisted by the Office of 
Personnel in preparing a memorandum to the Medical Staff 
stating the facts and circumstances. The Medical Staff will 
promptly arrange with the employee, through his supervisor, 
for interview and examination. A written statement based 
upon the examination and. -observed facts, arid recommending 
separation or retention of the employee, will be prepared 
by the Medical Staff arid forwarded to the Office of Personnel. 
Based upon the findings and recommendation of the Medical 
Staff, the Director of Personnel will determine final action 
to be taken. 

(3) If the employee refuses or is cot physically able to present 
himself for examination, the Director of Personnel will reach 
a decision upon such facts as are otherwise available, with 
the advice of the Chief, Medical Staff, mid the employee * s 
supervisor. 

(k) Employees will be permitted to use all sick leave to their 
credit prior to separation for disability. 

f*. ABANDONMENT OF POSITION 

Prompt action should toe taken to determine the cause of any 
unauthorised absence from duty. When it is evident that an em- 
ployee has abandoned his post of duty or failed to return to duty 
at the expiration of an authorized period of leave, either of 
the following actions will be taken by the Office of Personnel 
following consultation with the employee ' s supervisor: 

(l) "Separation (Abandonment of Position )" 

(a) If security considerations penalty the employee will 

be notified by~kig ' copy' oTsf^^or'Qr'By memorandum r In 

lieu"‘'tlier'eof , that' ¥e Has been separated for abando n ment 
of position. 

(b) If the employee informs this Agency that he did not 
abandon his position and, that he wishes to return to it, 
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he should be restored to the position he leftj and 
it vi 11 then be decided ■whether the circumstances 
jus tify r e moval action. 


" Removal" (See paragraph 5d« 


A writt en notice (s ee paragraphs be an d f) will be seat to 
thg_ employee at his last known address., by registered mail, 
return receipt~reque8ted, if secur i ty considerations permit . 

6. NOTICES, DECISIONS, AND APPEALS 

a. NOTICE PERIODS - -RIGHT TO .REPLY 

Specific requirements for notice periods and right to reply are 

shown in attachment 1. 

{ 1 ) Generally, employees serving in a trial period will receive 
at least 15 calendar days’ notice of proposed separation. 

{2} In most cases, employees who have completed their trial 
periods will receive at least 30 calendar days* notice. 
Important exceptions are as follows : 

(a) An employee who is eligible for veteran preference 
and who has completed a trial or probationary period 
in current continuous Federal service JwilJ/ be considered 
as having completed his trial period even though he may 
not have served the full 12 months’ trial period in 
this Agency, provided his appointment to the Agency is 
in the same line of work. 


rered mail. 


In removal cases, unless the employee concerned is 
eligible for veteran preference and must therefore be 
given 30 calendar days’ advance notice, the time allowed 
between the notice and final decision will be determined 
by the circumstances of the individual case but sufficient 
to allow for the reply period, consideration of reply and 
issuance of final decision. 
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(c) .Time requirements for advance notice and reply do not 
apply in the following cases, although the employee 
will be given such advance notice and opportunity to 
answer as will be reasonable under the circumstances: 

(1) When the reasons or charges are of such nature 
that tiie law requires immediate removal if the 
charges are substantiated. 

(2) When there is reasonable cause to believe the 

~ employee guilty of a crime for which a sentence 
of imprisonment can be imposed. 

CCMPUdATION OF NOTICE PERIOD 7 ' 


The amou.it of notice required for the various types of actions 
is given in attachment 1. In computing the notice period, only 
full calendar days will be counted. The count will start the 
day after the employee receives his notice. The separation will 
not be effected earlier than the close of the employee's regular 
hours of duty on the day on which the full notice period is com- 
pleted. When two calendar days are included in the same work 
shift, the effective date will not be earlier than the completion 
of the work shift for the day after the notice period Is completed. 

FORM OF NOTICE 

Notice of proposed separation will normally be issued in the form 
of a letter. However, notice of termination action which does not 
include the right to reply may be given in the form of a letter 
or on Standard Form f>0: Notification of Personnel Action. 

PREPARATION OF NOTICE 

When separation for unsatisfactory conduct or performance of an 
employee who has completed his trial period is proposed, the notice 
will be prepared and signed by the supervisor, with assistance and 
prior concurrence of the Office of Personnel. In other cases, the 
Office of Personnel will prepare the notice for the signature of 
the Director of Personnel. Supervisory officials will be requested 
to provide such information as may be necessary in individual cases. 
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e. CONTENTS OF NOTICE 

(1) All notices will, specify the action proposed, the date the 
proposed action will become effective, arid the reasons for 
the action, stated specifically end in detail. If appro- 
priate to the action, the notice will also include a, review 
of the administrative and supervisory actions which have 
been taken to correct the situation. 

(2) All notices will specify whether the employee will remain 
in a work status and whether he will remain in his present 
position during the notice period. (See paragraph g below. ) 

(3) A statement on the employee’s right to reply will be included 
when it is applicable. (See attachment 1.) This statement 
will include the following information: 

(a) That the employee has a right to reply, personally and 
in writing, and to furnish affidavits and evidence in 
support of his answer. 

(b) That the employee must make any reply within the time 
specified in the notice. (See paragraph h below.) 

(c) That the employee may mall or bring a written reply to 
the Office of Personnel and that he may contact the 
individual designated in the letter to deliver a written 
reply or to make arrangements for an appearance before 
an advisory committee. (See paragraph i below.) 

(d) That the employee rae.y appear before an advisory committee 
to present an oral reply. 

(e) That no final decision has been made or will be made 
until the employee’s reply has been considered or, if 
he chooses not to reply, until the time specified for 
reply has passed. 

(f) That the employee will be notified of the final decision 
as soon as practicable (normally within 10 calendar days) 
and prior to the effective date of action. (See paragraph 
$ below.) 
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f. DELIVERY OF NOTICE 

(1) If the employee is available, the notice -will be delivered 
to him' personally by his supervisor, or by a representative 
of the Office of Personnel, as appropriate, aiad he will be 
requested to sign a receipt therefor. 

( 2 ) When the employee is not available for personal delivery, 
the notice will be sent by the Office of Personnel to his 
last known address, if securi ty considerations permit, by 
registered wall, return receipt “"signed by ' addressee only" 
requested. The return receipt or the envelope bearing the 
post office notation of nondelivery will be filed, in the 
employee's official personnel folder as evidence of compli- 
ance with regulations. 

g. STATUS OF EMPLOYEE TORINO NOTICE PERIOD 

(1) The employee will normally be retained in his position in 

a work status during the notice period. Upon recommendation 
of a Deputy Director or an Operating Official, an exception 
nay be authorized, by the Director of Personnel when retention 
of the employee might result in damage to Government property; 
be detrimental to the interests of the Government; or be in-" 
j unions to the employee, his fellow workers, or the general 
public. 

( 2 ) When one of the above conditions exists, the employee may 
be reassigned to a position where the condition would not 
exist. Otherwise, he may be placed on: 

(a) Annual leave, with or without his consent, provided, he 
has sufficient leave to his credit to cover the required 
period. 

(b) Leave without pay, with his consent. 

(c) Sick leave, in appropriate cases. 

(3) If none of the above actions is possible to correct the con- 
dition, the employee may be suspended. Charges must, be 
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preferred 'before suspension and the employee given an 
opportunity to answer and submit affidavits thereto. The 
time to be allowed for answer in such cases may not be less 
than 24 hours even in emergency. An employee eligible for 
veteran preference may not be suspended for more than 30 
days under this emergency procedure. 

h. TIME' LIMIT FOR REPLY TO NOTICE 

(1) The employee will be allowed a reasonable time in which to 
prepare his answer and obtain affidavits and evidence. The 
length of time allowed will depend upon the facts and circum- 
stances of individual cases but will not be less than 7 cal- 
endar days. 

(2) The employee ! s request for an extension of time within which 
to reply may be granted at the discretion of the Director 

of Personnel. 


CONSIDERATION OF REPLY TO NOTICE BY AN ADVISORY COMMITTEE 


(1) Thorough consideration of any reply, written or oral, received 

from an employee will be given by an advisory committee appointed 
by the Director of Personnel if such a committee is requested 
by the employee. 

(a) The advisory committee will be composed of -three respon- 
sible and impartial officials of the Agency who are not 
members of the office or comparable organizational ele- 
ment to which the employee is assigned. The Director 

of Personnel or his designated representative will 
serve as nonvoting chairman of the committee. 

(b) The advisory committee may secure the technical advice 
and guidance of appropriate specialists. 

(c) The employee my request the appearance before the 
advisory committee of other Agency employees in posses- 
sion of pertinent facts. Individuals who are not mem- 
bers of the Agency will not be permitted to participate 
in tile advisory committee's activities. If a transcript 
of the hearing is made, the employee shall be permitted 

to review it but he may not be given a copy for his personal use. 
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(2) After considering the individuals reply, the advisory 
ccmsittee vill recossnend final, action to the Director of 
Personnel. 

(3) If a 'written reply is received from an employee whose notice 
did not include a statement, on right to reply, full consi- 
deration will he given the reply. The Director of Personnel 
may, in his discretion, appoint an advisory committee for 
this purpose. 

j. NOTICE OF DECISION 

r 

(1) A notice of final decision, whether favorable or unfavorable, 
will be sent the employee at the earliest practicable date. 
This notice must be sent even though the advance notice was 
returned undelivered or the employee made no reply. The 
instructions in paragraph f above for delivery of advance 
notice apply. 

(2) If it is determined that the proposed action is not to be 
taken, the employee will be informed of the withdrawal and 
of the reasons therefor. 

(3) The notice must contain information on the following: 

(a) Nature of action decided upon and the date on which it 
will became effective. (The effective date will be 
recomputed If for any reason the employee has not had 
the required minimum period of notice. ) 

(b) Reference to the procedural authority if the action 
is taken under Part 22 (procedures established pur- 
suant to Veterans 1 Preference Act) of the Civil Service 
Regulations . 

(c) Reference to the advance notice, including date of 
delivery or circumstances of nondelivery, and a brief 
statement of the reasons given in the advance notice. 

(d) Reference to any replies made by the employee, including 
dates, or to Ms failure to reply, and statement concern- 
ing consideration given the reply. 
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(e) Information on appeal rights. (See paragraph k below. ) 

(f ) Name, title, and. location of individual in the Office 
of Personnel to whom the employee nay direct questions 
or requests for assistance. 


k. APFEAIS 

(1) For employees generally, separation may he appealed on 
the record only to the Director of Central Intelligence, 

vi thin 30 days after the effective date of the separation. t > 

[for employees not eligible for veteran preference^ 4£e 
decision of the Director of Central Intelligence will he final. 

fVH^ A-*-LtsHA x/us ^ . / OjX. *-) 72- 

(2) An employee^vho is eligible for veteran preference and who TUf 

has completed a trial or probationary periodC^fnay appeal to " 

the U. S. Civil Service Commission under section 14 of the 
Veterans' Preference Act, as amended, not later than 10 days 
after the effective date of separation. 

(a) If the employee's appeal is considered by the Commission, 
action on any appeal under paragraph k(l) above will 
ceaae and no future appeal of the separation may be 
made under this provision. 

(b) Hie Office of Personnel will assist the employee by 
furnishing him, upon specific - request, information 
recorded in the Office of Personnel which is not other - 

' wise readily available to him. 

(c) Hie Director of Personnel or his designee will represent 
the Agency in connection with the appeal to the U. S. 

Civil Service Commission. He will be given necessary 
advice and assistance by appropriate Agency officials 

in developing the Agency’s case and participating in the 
hearings, if any, 

(d) In each case in which there is an appeal to the U. S. 

Civil Service Commission, the Office of Personnel will 
notify the Office of Security. Hie notification will 
be given in sufficient time to allow the Office of Secu- 
rity to take any necessary action to safeguard Hie 
security interests of the Agency. 
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7, HR0CESSUK3 .INSTRUCTIONS 
a. INITIATION OF SEPARATION ACTION 

(1) Standard Form 52: Request for Personnel Action, will be 

prepared by the appropriate operating office to initiate 
resignation car separation (to accept other Federal employ- 
ment ) actions. Such requests will be transmitted to the 
Office of Personnel through established channels and, 
when appropriate advance notice is given by the employee, 
scheduled to arrive at least two weeks- prior to the requested 
effective date. One copy of the SF-52 will be forwarded 
directly to the appropriate payroll branch of the Office of 
the Comptroller and two copies will be forwarded directly 

to tiie Office of Security by the requesting office at the 
time of preparation. The requesting office is responsible 
for notifying the Office of Personnel of any subsequent 
change in the requested effective date. The Office of Per- 
sonnel will then notify the appropriate payroll branch of 
any change in the effective date. 

(2) When an employee resigns for security or other than normal 
reasons, a separate "Eyes Only*' memorandum giving all perti- 
nent information regarding the reasons for separation will 
be forwarded to the Director of Personnel in accordance 
with paragraph 4a(l) above. 

(3) Adverse actions initiated by supervisory officials will be 
initiated in the form of memorandums recommending separa- 
tion action. 

(4) Standard Form 52^ requesting separation action will bear, 

^ to' the norml sigtmtwes required to initiate 

acil on,' We signature of the employee 1 s Division or Staff 
H^lTlSr ~tKe Beputy RreetiOT'Tin^ 

'that"' oiT the Branch Chief in the 

65p5£y"l)irectcr "(Plans )' area, as" appropriate! 

(5) Standard Form 52 will be requested from the operating office 
concerned or initiated by the Office of Personnel when 
required in other cases. 
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a . EFFECTING . SEPARATION ACTION 

Separation actions are consummated by the preparation of standard 
Foot 50*. Notification of Personnel Action. The action is not 
Officially recognized until this instrument is executed and authen- 
ticated 'by an official to whom appointing authority has been 
delegated* and, in certain cases specified in this regulation, 
delivered to the employee. 

c. CANCELLATIONS AND CORRECTIONS 

f 

(1) Cnee a separation 'becomes an accomplished fact, it cannot be 
rescinded by atelnlstrative action. The action does not, 
however, become effective until the individual receives proper 
notice if required. Proposed separation may be canceled at 
any time prior to the effective date of the action. 

(2) When subsequent review shows that separation was unjustified, 
car unwarranted, the employee may be returned to duty by 
restoration or new appointment action. Consistent with 
applicable legislation, retroactive salary payments may be 
authorised . 

(3) These provisions do not prohibit amending the form of a given 
notice to conform to established, facts. For example, "Sepa- 
ration (Abandonment of Position)" should be changed to "Resig- 
nation” if it is later found that the employee did in fact 
resign* 

d. F INA L FABIEST AND CLEARANCE OF EMPLOYES 

(l) In i tiation of Fi nal Payment Cle a rance Sheet 

(a) The Office of Personnel will Initiate Form No. 21: 

Final Payment Clearance SheeFTettaSIment gjlpir&il 
sep arating employees. In preparing the Form Ho* 21, 
the Office of Pe rsonnel will contact Agency offices 
concerned to Setcrau ne whe th er or not the employee 
still ha a "any' '' outstancCTxig ob ligatlor is fc»HSeverrment 
tx ropsr^~whIc£' nay have been issued T.o lilts, such as 
boo ks, brief cases, typewriters, etc. These offices 
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will, notify the Office of Personnel accordingly. 


verbal, certification from the office concerned that 


there are no 


the Office of Personnel will indicate on Pom Ho. 21 


clearance of the individual for all offices exce 


Office of Security and the Office of t he 


H 


ituations it may be found in the cl 


ioyee will have some form of obli 


unreturned -propert 




a 


mmm 


zm 


ion re 
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ce coining tne rec 


whatever assistance it is able to nrov 






of Retirement Deductions 


is separated from the Agency may be entitled 

bQ-.a refund of retirement ~ded ucUom^^ 

or deferred). The Office of Personnel will advise the 


SBKSB3 


gmai 



e employee will be referred t 


the Office of Personnel, for 


as 




m 




The individual se 


will report to the a 


will surrender 


nt for 


se's credit at the time of 


eminent service wl 




ere he 
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be made In the following instances? 


(a) When the employee is separated to accept other 


Government employment without a break in 
* servlce'~of one workday. 

(b) When the employee concerned strikes or asserts the 
right to strike against the Government. 

e . RETURN OF OOVEaMMaiT PROPERTY AMD MOWEY 

A cheek, will be made to see 'that the employee has settled .any 
indebtedness to the Government arid that the employee has returned 

1 , tit T ir.nrji,r«-» | rT~-rJ . m j •. Iv.-,- ,-. 4 4* l"\ Vl 1 V* ttimn 


which may have been issued to him^ such 

ii" nirnjft it dim ■■■*■•«- -iff- ■"'*! nii iu in 1,11 , * .» |1« . A A ^ 4 “W»»» 


as books, brief eases, or typewriters . ‘Phis is accomplished by 


the use of Fora Mo. SI. Payment for accumulated and accrued .annual 


leave and final salary shall not be released until the ea^loyee__ig 
cleared on the above points except that if property has not been 
returned, because it is in transit from a foreign station or is 
lost, the value thereof as established by 'the Off ice ^ of I^gisti eg 
sha ll be withheld and the remaining amount released to the em- 
ployee. The amount so withheld shall he remitted to t he employee at 
such subsequent time as the property is returned or as a Report, of 


Survey is approved 


which relieves the individual of responsibility 


I n the event a Board of Survey adjudges a ■pecuniary liability for 


the individual, any 


excess of the amount withheld, over the XlaM 


lit v established would be remitted to the employee 


DISTRIBUTION: AB 
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SEPARATION NOTICE REQUIREMENTS 


Type of Action 


During Trial Period 


After Trisa Period 


Paragraph 4s Actions Based on Employee's 

Request or Loss of Eligibility: 
\ a; Resignation 

J bs To accept other Fed. employment 

Q * T .^a gg j X rt C OH t-S "fc <?Z1C© 

id Disability retirement 
«5 Optional retirement 
ti Age retirement 
sit Death 


NO ADVANCE NOTICE BY AOENC 


AMTS WA tfTf.W flV> 

4 til M A" w 


Action not applicable 
Action not applicable 
Action not applicable 


Paragraph 5s Actions Based on Conduct or 
Cua i i. float i ons : 

bj Failure to qualify during trial 15 calendar days 1 notice; Action not applicable 

period. no right to reply 

t% Separation for unsatisfactory Action not applicable 3<i calendar days' notice; right to 

y<gp] \r 

d; Removal Sufficient notice to allow Veteran; 30 calendar days' notice; 

for preparation and con* right to reply 

aideration of reply Non veteran: sufficient notice to 

allow for preparation and 


d! Removal, 


a; Senaration for disability 


f; Abandonment of position 


iy calendar days' notice; jO calendar days' notice; Slight to 
right to reply- reply 

Use removal procedure Use removal procedure 


-H -F -I ~D -S -H -T * I -A * I 
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FINAL PAYMENT CLEARANCE SHEET 


THIS DATE 


LAST WORK INS DAY 


NAME OF EMPLOYEE 


(Last) 


(Fir *t) 


OFFICE ASSIGNED TO 


REASON FOR CLEARANCE 


DC! I GNATI6N FO» CONVeNItHCt OF GO V ' T 
RESIGNATION FOR PERSONAL REASONS 


!. HOSPITALIZATION AND INSURANCE 
Z. EXIT! NTERV I EW 

3. DRIVERS LICENSE, SAS . OIL, ETC. 

4. LIBRARY MATER I ALS 

jS. NON- EXPENDABLE PROPERTY 


OVER «0 DAYS LEAVE 
OTHER (epecify) 


ITEMS TO BE CERTIFIED 

«. RESERVE STATUS 

7. OEBRIEFINS 

8. CLEAR ACCOUNT 

9. MONETARY FUNDS 

10. TRANSPORTATION ACCOUNTS 


II. SPEC I AL CLEARANCES 
IZ. SELECTIVE SERVICE MATTERS 
t3. INTERNAL MATTERS INCLUDING 
T/S CONTROL 
14. RECORDS CLEARANCE 


CERTIFICATION OF OFFICIALS f Pima include comment a pertaining to except ione in an attached memorandum.) 

I CERTIFY THAT THE ITEMS FOR WHICH I AM RESPONSIBLE HAVE BEEN CHECKED WITH OFFICIAL RECORDS, AND. EXCEPT AS 
INDICATED. THE EMPLOYEE NAMED IS CLEAR OF OBLIGATIONS WITH CIA. 


EMPLOYEE SERVICES DIVISION (Certify i feme J & 3) 

ROOMNO. lUILOINS 


CLEARED BY 


MILITARY PERSONNEL DIVISION (Certify item 6 ) 
RISOHHO. tu I L D I N s 


CLEARED BY 


TRANSPORTATION BRANCH (Certify item 3) 
ROOM HQ. lUILOIKt 


CLEARED by 


‘MAIN LIBRARY (OCD) (Certify item 4) 


CLEARED BY 


OTR LIBRARY (Certify item 4) 

100M 10. BUILDING 


CLEARED BY 


IMAP LIBRARY (ORR) (Certify item 4) 


CLEARED BY 


OFFICE OF LOGISTICS (Certify item 3) 

ROOM HO. RUILDING 


CLEARED BY 


CIA CREDIT UNION (Certify item $) 


CLEARED BY 


CENTRAL PROCESSING BRANCH (Certify item 1 0) 

ROSMKQ. RUILDING 


CLEARED BY 


DC I (Certify item if) 


CLEARED BY 


OFFICE OF DIRECTOR OF PERSONNEL (Certify item 13 j 


CLEARED BY 


EMPLOYEE OFFICE OF AS GMT (Certify item 13) 

HOOK NO, 8 ii I i. 0 1 N G 

FI /RECORDS INTEGRATION 01 V (Certify item 14) 


COMMO SECURITY (Certify item 7) 

•008 NO. BUI L 0 IMG 

OFFICE OF SECURITY (Certify item 7) 
ROOM NO. BUILDING 


CLEARED BY 


CLEARED BY 


CLEARED BY 


CLEARED flY 


FINANCE DIVISION (Certify item 9) 

BOOM MO . limQINS 


CLEARED BY 


FISCAL DIVISION ( Certify item 9) 
BOOM NO. IU USING 


CLEARED BY 


CLEARED BY 

* 0 0 Nt N 0 . BUILDING 

CERT IF I CAT I ON BY EMPLOYEE ~ ~ ~ 

I CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF I AM NOT INDEBTED TO THE UNITED STATES GOVERNMENT WHATSOEVER 
AS A RESULT OF MY CONNECTION WITH THIS ORGAN I 2 AT I ON • 


SIGNATURE OF SEPARATING EMPLOYEE, 


FO RWA RDIN G AD DR ESS 

NUMBER. STREET, CITY, ZONE , STATE 


TELEPHONE 


FORM NO. J! FORM 

* MAR 5 5 I 
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Vho will tba action in question* fha reoult is an uah *F¥9 r • u *’ 
gestlem that all of thaoo difficult decisions mad *111 mm 

about automatically aad mechanically. fit sacupli, tha ftU Oln 
phrases are ucedt 

Para 3* "careful consideration oust be given,” and 
"selection will be cade." 

Para h.a.(£)> "careful consideration ehall be given," 

” appropriate action should be taken," "eligibility should 
be determined," "the employee will be advleed," "every 
effort will be mode.” 

Fare 5t "adverse action snot be sell supported factually," 
"the trial period should be fully utilised," Shan it appear s," 
•shea it ie evident," "it sill then be decided." 

fare 6t "the time allowed sill be determined," "the aa- 
ployee sill be given," "not lee sill normally be issued," 

"motlce will be sent," "the employee will be informed*" 

All of theee passive phrases should be revised to ladleoto, in eeeh 
ease, that the "supervisor sill,” or "the Director of Personnel sill*" 
for the same purpose, yarn 6.d. should not read "suparvlsory officials 
will be requested to provide such information as may bo noeoosory in 
individual cases," but should reed "supervisory officials will provide 
such information as may be necessary In individual eases*" thin is 
mors tlmts a natter of imam tone. If those who are nominated ae having 
authority and reepenelbllity are to sense the extant of that duty and 
be br o ug ht to esavclse it, the regulations must make it clear when they 
are to oct. 
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POLICY 



1. feli^Oxtensd msnag om e nt recoils that an organisation, whatever 
its mec h a nica l resources , must rely upon people to aceospllsli Its purpose. 
Success In such a c cc m pl 1 shwc nt depends upon obtaining and refcaftmlag m^s* 
tent personnel. ' As a general rule, people function best m& tend to via* 
*® ™"“ 1n in eitaatioae in which they can feel they are — n»g a con- 
tribution to a ^worthwhile goal, and in wfeleh they are treated with dignity, 
•eiart^r# and interest. Achieving such a jeb elinate is primarily a natter 
of proper supervision. 


organisation spends a great deal of noney and effort in 

needed to carry oat Ita nlssioa. To 
the end that this Investment is wisely used, supervleeea met recognise 

re ? t ***? * their Job is to sake possible the udna utili- 

if?? 1 r ®* ourc *» throws* continuous alertness to the 

* T**?*®®? *»*«”» * *** ** and ••tie- 

faction. Formal, centrally administered pregrams far the evaluation of 

employees, correction of aisasslgnments, and employee counseling will not 
+??* n,,a ^ e ^°L^ ur * °® the part of individual supervisors for aoo opting 

10 tbe ** ■•ttere and carrying them out in an efTec? 

' \ During the present relatively stable state of the eraeaUatlea. 

have begun to assess the relative capabilities of — plpm see 
assigned to their activities/ this review has revhaled seme iMiv^lals 
f'n em * r ®®*®° ® r do not now appear to measure up to the 

Il!? J lh < & th. ituim fer ra.tl.Md rasO<v- . 

Mjra WdlTra ra lwiui rad hlghl, erltlral rartra.jM^ " _ 
jnowever , I find that in nany instances? lamed late and secondary supervisors 

fa* Sh^ndi^idSlT 0T * rl00k ® d ** n * Ce8,ity for •trai^tforward dealings ^ 

i d J?* 1 "* ln r*** 0 ®* ibili tiss of a sv®ervlsor include the following » 
luring out work programs, providing on-the-job training, pointing out 
de ficienc ies and assisting employees to correct them cm a day-to-day basis. 
«comBen^ng j^oroticae, rotations, and training when appropriate, reviewing 

> * * 1 * t lng ^" ll,pl ? r ® e * *■ * d ^ urtln « uerkiag emvironment, helping 
ej^lpyees to prepare for advancement, and frankly diseussing with personnel 

e ® Bd ® ct * Supervisory personnel will be 
**& —, by their sxgwrvisors in relation to their 
effectiveness as a supervisor and manager. Those who aim unsatisfactory in 
this regard nay expect to bo reassigned to non-supervisory posi tions or 
released frea the organisation on the basis of unsuccessful Job povfenmaeo. 


Allen W. Dulles 
Director 
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MEMORANDUM FOR: THE OEPUTY DIRECTOR 

1 The Inspector General's memorandum dated 
2k February 1956, subject: "Termination of Agency 

Employees," which was referred by you to the 
Director of Personnel is returned with the recom- 
mendation that you approve the recommendations made 
therein. 


In furtherance of recommendation 2. a., con- 
cerning the use of the Director's special authority 
for terminations for administrative reasons, an 
additional recommendation is included in the 
attached memorandum for your approval. This recom- 
mendation is that each proposed termination for 
administrative reasons, including mediocrity, be 
treated as a line action in accordance with the 


procedures contained in Regulation up to 

the point at which, for security reasons, it 
becomes necessary to invoke the Director's special 
termination authority in order to preclude possible 
review of a case upon appeal to the Civil Service 
Commission. ocv1 


Recommend 2 signatures. 



L. K. WHITE 
Deputy Director 
(Support) 


7 195 ( 

(DATE) 
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